Employee change of status form

	The following change is effective as of:
	

	Employee Name:
	
	Soc. Sec. #:
	

	Supervisor’s Name:
	

	Account #:
	
	Position #:
	

	Union:
	


Change from

	Status:
	RFT
	RPT
	TEMP.
	LTD.SERV.CLASS
	LTD. SERV.NON-CLASS
	LTD.PT

	
	
	
	
	
	
	


	Authorized Hrs. Per Wk.
	
	Exempt:
	
	Non-Exempt:
	
	

	Job Title
	Dept.
	Grade/step
	Hourly rate

	
	
	
	


Change to

	Status:
	RFT
	RPT
	TEMP.
	LTD.SERV.CLASS
	LTD. SERV.NON-CLASS
	LTD.PT

	
	
	
	
	
	
	


	Authorized Hrs. Per Wk.
	
	Exempt:
	
	Non-Exempt:
	
	

	Job Title
	Dept.
	Grade/step
	Hourly rate

	
	
	
	


Reason for change

	
	Hired
	
	
	Re-Hire

	
	Annual Review/Step Increase
	
	
	Resignation

	
	Semi-Annual Review
	
	
	Retirement

	
	Promotion
	
	
	Layoff

	
	Transfer
	
	
	Termination

	
	Re-classification of existing job
	
	
	Demotion

	
	Leave of Absence (include dates):
	

	
	Other:
	


Authorization

	Department Head or Designee:
	
	Date
	

	Human Resources:
	
	Date:
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